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Tab I

Lovstion of All Coples of Seleated Persomnal
Forms in DH/I, DD/P and the
Department of State
1956

1. The Forms Selooted:

Requost for Persormel Action
Hotice of Persormel Aetdion
Personal History Statement
Fitnese Report

Profile or Qualifioations Sunmary

2, |

copies in accordsnce with the official Xes. wﬁ:ﬁ;ﬁvzﬂ
ipdicates a copy is retained by the component and the gymbol *O¥ ine
g%?%ga Sopy ;; recelved, noted and routed to susther éempeuenﬁ :
+A componsnts ere listed in the left-hend solwsm ind Stade Bepar;-
mtcommntc in the right~hsnd column. If thers are comparabie
components in the two organizations » they are shown on the same Hne.

b. Unofficial Copiems In a Karch 1956 survey, the o :

‘ ' : i y $ & contents ™

g%a ¢ OF convendence, personnel files were examined in ugcggfﬁ
Ccomponents. Tebles 2 and 3 liat all the DD/L snd ID/P componants

surveyed and ehow where coples were found, The mumber *1® indicates
& copy ;s,mmmed in the component, the nvmber "o indicates the
2%;:‘a&%:§m£1$: maintained &t a higher echelon (whish
e L Show tr’_s.pnaa‘hiomw & number 1}, S&milerly, the number

k2

~SXBonal Himtory §tiatement: In both CIA and the Lepartment of 54
& copy goes to the es, th : s s ooy 03 Blate
Thore ate two diftermiorse? Ne offisial fils and the Security Offise.

(1) Incra, a of an & 1 int 15
| a copy pplicant's statemsnt is wrouted to
mnml Agsigrment Division for use by the placement efﬁ:ﬁ:n?%
gmt for preparation of IEM cards in the Qualifications Analysis
m%{w E g:: sggeiﬁpu-tmnt, the placement officers ugse
_ offic file fold he qua
not tremsforsed o rontl file or and the qualifications are
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(2) In the State Lepartment, the operating office receives a copy
of the M2, This is not provided for in CIi, but ¢’ the
operating components do obtals a copy (tables 2 and 3).

b. Fitw leport: The &tate lepartment places one copy in the Offi-
¢ ersonns] Tils and pne in the originating post fils which is
destroyed when the omplojes is transfarred, CIA routes one to the
Official Personnel ¥ile, one to the Career Management Officer and
one to Assesswent snd Hveluation, OTR (for snalysis to detersine the
effactiveness of the fory). In aéddition to these "offielal coples,”
most somponents retein a copy (tebles 2 and 3} in the operating
branck and some slso place one in the third echelor administrative
office.

e, Pg%‘ 1g: The CIA Profile, form 1080 is a new form to be prepered in
the 0I%ice of Persomnsl end placed in the Official Personmel File.
It will be lept up to date end a copy will be reprodused and sent to
carear boards and senier officials upon request. The records of
prafiles in tables 2 and 3 do not refer to this new form but to the
seversl profile forms prepared and used Yy operating components.

In the State Departesmt, the form is groparad in the Career Develop-
ment and Utilizstion ﬁr;wh, Personpel Office, and the branth retains
a opy; @ second ecory i plsced in the official file and a third

is given to the appropriate plscement officer. Thie evalustion pro-
£1le is supplemented by a Blographic Record fheet, Form [T-110 which
is prepared ty the amplgyee. Re retains a copy and the original

is placed in the officlisl file,

F

st fo B0 gtignt The CIA requesting offiecs retains a
ooy, Uns goes to the placement officer snd %o the officlal file,
and two are gont to the Hecurity Office. Tables 2 and 3 shew that
some higher-schelon administrative offices also retsin copies.

The State Department algo upes three copius of this form for its

civil servics employees: one goes in the official fils, ome: to the
placement officer gnd osc %o the gainming office. Three othur personnel
wnits receive one of the copies but do not retain it:s Position Uon-
trol Records Unit, Trangsctions Unit snd Classification.

The prosedurs for Foreign Bervice Officers, Forelgn Dervice Resarve
Officers and Foreign Sefvice Staff (hereafter called non-elvil per-
viss emplayees) is quite similsr to the procedure for civil service
employess; coplas go to the officisl file, tha placement officer,
the gaining offigs or pést and the losing office or post. I'ut thie
form has dual use; 1t 1ip also a request for travel orders and copies
are serd o the Audit Hiection, Travel Control Section and the Trens-
portation Office.

e
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Hotice of Fersonmel Jotlonmi CIA prepares eight coples whick sre die-
tributed as follow official file, chronological file (later des-
troyed), Mechine Zecords, geining office, losing office, psyroll
office, employee (1f on vouchered funds), and the career boerd (if
1t requests a copy). Fa additional unoffieial copies have teen
1loeated,

For State Uepartment clvil service employees, a maximum of rine
copiss sre prepered, Ildike C1A, coplee go %o the offieial file,
machine records (emd to the position sontrol and tramsactiors unite},
the gaining office, the psyroll office (two offices: hesdquarters
finsnce office, or oversoss fiscal office in the gaining covntry;
and the retirament pection), and the employes, In addition, copies
go to the Civil Service Comsission and to the losing sgengy (if the
empluyce is being detalled to the Stata Department).

For State Dgpartment non-civil service employses, 18 offiser magy
regeive copiss {depending upon the employee's assipnment) ard five
other ¢ffices receive caples which are posted and then passed on.
Exgept that a copy im nat sent to the Civil Service Commisaion, all
offices which receive cupies of Notices for civil service employces
algo receive copise for non-civil service employees. The following
additions)l offices receive copiss: Leave and Hetirement Section,
Persormel Office (in addition to the Hetirement “ection, Cospiroller's
Offige); Presidential Apoointmewts Umit; Publications Unit; tme

play e ﬁelations Bpanch (new sppointments only); gaining emc losing
hsadguarters or regional offi¢es; overseas fiscsel office im the losing
country; hesdquarters or reglopal security office (separations only);
and the gaiming agency (if employoe is detailed to smother egency).

Altheugh 18 coples of thir fors may indieate too muny ©tate lepsrt~
ment orgenization wnitps working on various aspects of personnel
actions (a question bayond the soope of this survey), it is good
systoms plamiing 1o male coplee of this one form serve all of the
offices.

Attachments: »
Table 1 -~ Location of 411 Offiecinl Copies of Five Personmel Forme in CI4
and the Depsrtment of °tate,
Table 2 - Location of Coples of Five Fargonnel Forms in telected II/I

Components
Table 3 ~ lLoecstion of Copiem of Pive Personnel Forms in Lelected DIL/P
Componenty ~
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Tab PRIOVILEN3RI9P % 2ROV 20:1 CLARRE e 0973~ SMPIRIP 0F3efe
in CIA and the Departaent of State

%ﬁt&a‘bmﬂ copy

ftate

+ ~ non~retantion copy
Reguest for Hotice of ¢~ CIA
Persoznsl Personnal 8 « lspariment of
Form | Form
Personnel %ffice - .
Mwwu fila e ; Cx= 5 52 Ponition Control Eecords Unmit
1 F{le 50 % 50 2 (5 Con igcor
80 3% Leave and Relireaent Sectlion
Yachine Records <X 50 [5) Heeords Uait (T54)
80 30 5K 8% T tions Unid
Placement Officer =) 8i | GO | BK 8K 82 byl t
Quelifications Analysis: Br,CO 83 Fail Soom
Ga Fresidectlal sppoiaiments init
AX, Pubilionticns Tnit
BxEd imployee Relations Sranch
.l Nnesttontion
8% . Cavesr lJevelooment o Wilisation JBr,
Operating Components 3 &
Galning Dffice ad s | A& ﬁ_n___n&__s‘muﬂmwﬁ‘w:« Tort
Losing 0ffice 8 &__muug Offios/Fost
Requesting Offioe & |_Ceining Regioml Suresu
AX, 5 | Leging feglonal Duresu
8120 | waph, Taglonal 2ffice
Fiscal/Finance/Audit E;
Office i 4 Bg-__ﬂg__aq. Finance “ffice
ax i Y. Petirement “sction
= Hg, Audit Secticn
94 .74 rorsoas Fiscel, Jaining Country
- CVETEORS if‘tmlh losing Country
Other Offices Jther DfState Offi
eo oz | =8 ﬁ_ Bocurity 2 Stse
Assessment & Yval,, UIR [+ 8 i_Pogiomal fecurity Mfice
Career “ana t Offioer [~ 4 -+ 4 Travel Control Sectlion
Sarver Hoard ﬁ sX 2 if Trassoocieblon TLoe
4 Semior Jfficer . X
Jthey A
&% Livil Service Commission
8832 | Oaining igency
i st Losing Sgzency
Saployes Approved| ¥ Release 2002/08/32 : CIA-RDP61-0088X0h02084 70002l K20 loyee
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Footrptes to isble 1

One copy to Printing Services Livision where seven eopies are reproduced
for 08.

Retsined at the option of the administrative officer.

Destrayed when employee leavas the post.

Two copicsz. "Photootat expedite copy”™ is ramoved for duplicetion when #
copy is recuested by a card:r board or & genior officer.

Biographic Hecord Sheet, filled cut My the employes.

Two copien.

Form ie also 2 requert for teavel erders.

lestroyed after a poricd of ¥ime.

Copy given to employ:e if he is on vouchsred funds, reteined i on
unvouchered funds.

If a copy is reguestad.

Only if position is in headguarters.

Used to reguest the Tile of 3 civil service empleyee who has wortad in
another governmenl agency.

For new appoiniments only.

T¢ the action invelves a trassfer out of the fiseal region, the painlag
post recelves & cony to be noted snd glven lo the emplayse {(set note
20 below). If such a transfur is not involved, the post recelvss a
retention copy.

Or it is sent to the Farsonncl UfTice if the sssignment is for training
at hesdquarters.

For headquarters sssigaments of Foreign bervice (ffilcers.

Only if action is 2 separaticn.

Only if sction is a {iald sefaration.

Only for details to other gevermment sgencies.

“ent vie geining post {ses mote 1L) or held for employee if he 13 dus
in hesdquarters within a fiw montos.

N
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